THE LEGENDS SCHOOL OF EDUCATION 0194-2414346 


www.thelegendsschool.com 





TERM FIRST 
CLASS 5°" TUTORIAL 


THE LEGENDS 


SCHOOL OF EDUCATION 


KANITAR, SADRABAL, SRINAGAR 





THE LEGENDS SCHOOL OF EDUCATION 0194-2414346 


www.thelegendsschool.com 


Session: 2019-2020 Sub: Science 


Term: 1% Lesson no.: 07 
Topic: Animals—Living and Surviving 





GIST OF TOPIC 


Animals can be divided into two main groups: 

Invertebrates -Anımals without backbones. These include all insects, worms and many other small 
insects. 90% of animals are invertebrates. 

Vertebrates— Animals with backbones. These are further divided into fish, amphibians, reptiles, birds and 
mammals. 

Each group of animals has special ways of living. They have different body coverings, different eating 
habits, different organs of breathing, and different ways of moving from place to place. 


Body covering of 
animals 








Webbed feet and long 
3 pair of legs in insects hind legs in amphibians 
Fins in Four limbs in 
fish Wings in birds mammals 
Scales in 
snakes 
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Breathing in animals 
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Carnivores | Omnivores 


These animals These animals These animals 





eat plants eat other animals eat plants and other 
animals. 


Lion Spider 








hedgehogs chicken 





Vultures FOX Wild boar 


Adaptation habits-animals adapt themselves in 


order to survive harsh weather. This is called adaptation 


Hibernation- long sleeps by Migration-mass movement of birds 


animals during winters and animals from one place to 


another. 
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Note: Refer to page nos.256-271 to know in detail about these topics 


Answer the following questions: 
a. Give three differences between insects and mammals. 


| Insects | Mammals 
Insects lay eggs. Mammals give birth to young ones 
Insects have three pair of legs. Mammals have two pair of limbs. 
Insects breathe through air tubes called Mammals breathe through their lungs. 


trachea. 


b. How many feet do insects have? What sort of body covering do they have? 
Ans. Insects have three pairs of legs. Their bodies are covered with tiny hard scales. 


c. Name five mammals. How are they similar? State three differences between each. 
Ans. The five mammals are man, bat, whale, monotremes and cat. 
They are similar in a way that all have mammary glands and are vertebrates with fur or hair on their 
bodies. 
The three differences are as under: 
1. Some lay eggs. e.g. monotremes, while others give birth to young ones. e.g. man, cat. 
2. Some mammals can fly. e.g. bat. 
3. Some mammals live in water. e.g. whale. 
d. Give two differences between a frog and a lizard. 


Ans. | | 
| Frog | Lizard | 
Frogs live on both land and water. Lizards live only on land. 
They can breathe through their lungs as well as | They can breathe through their lungs only. 
moist skin. 


e. Snakes have no legs. How do they move? 
Ans. Snakes move with the help of scales found on their body. 

f. How are your teeth different from a cow? 
Ans. A cow is an herbivore having very sharp front teeth to eat leaves and other parts of plants while as 
our teeth are developed to eat both plants and animals. 

v. Why do some animals migrate? 
Ans. Some animals migrate to escape harsh winters. They migrate to warmer places in search of food 
and breeding grounds. 

h. Name five herbivores and five carnivores. State three differences. 
Ans.  Herbivores: cow, horse, goat, ox, and deer. 

Carnivores: tiger, leopard, hyena, eagle, and vulture. 

Carnivorous animals eat other animals whereas herbivorous animals eat only plants. 
Carnivorous animals have sharp canines to tear flesh and bones whereas herbivorous animals have sharp 
front teeth to eat plants and strong molars to chew food well. 
Carnivorous animals have razor sharp claws whereas herbivorous animals have flattened hooves. 
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Topic: Skeletal System ۵ 


GIST OF THE TOPIC 


The skeletal system includes all the bones and joints ın the body. Each bone is a complex living organ that 
is made up of cells, proteins, fibers and minerals. The skeleton acts as a scaffold by OnE support and 
protection for the soft tissues and make up the rest of the body. | 
Types of bones: 











Long bones-found in arms and legs. 

Short bones-found primarily in the wrist and ankles. 
Flat bones-form the ribs, breastbone, and skull. 
Round bones-found in hands, knees, and the feet. 


Irregular bones-Include the hip bones, vertebrae, and various bones in the skull. 


Parts of skeleton 


and legs 


The skull Vertebrae or i Limbs-arms 
spine 





Refer to page no, 157 and 158 to know more about these parts in detail 
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Movable joints Immovable joints 


Including skull, joints 


between ribcage, 


Hinge joint and breast bone 





Ball and socket joint 


Gliding joint 





CARDIAC, SMOOTH & 
OR SKELETAL MUSCLES 
SW fey EXPLAINED 





Voluntary or skeletal Involuntary or smooth 
muscles- muscles not under 


muscles-muscles under our 
our control 





control 
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Refer to page nos. 160 and 161 to know more in detail 


Write the difference between 


| Voluntary muscles | Involuntary muscles | 
These are the muscles that are under our control. These are the muscles that are not under our 

| | control. | 

| Tendons | Ligaments | 

| These are tissues which attach musclesto bones. | These are tissues which attaches bone to bone. | 

| Shoulder | Knee joint | 

| Shoulder has a ball and socket joint. | Knee has a hinge joint. | 


Answer the following questions. 
a. What are the functions of skeleton? 
Ans. The functions of skeleton are: 


The bones of the skeleton form a body framework. 
It gives shape and support to the body. 

It helps us to stand upright. 

It protects the delicate internal organs. 

It helps in movement. 


e: Ado Es‏ سے ہے وہ 


What are the types of bones in our body? 


Ans. There are five types of bones in our body. Flat, short, long, round, and irregular. Flat bones form 
the ribs, breastbone, and skull. 


Short bones are found primarily in the wrist and ankles. 

Long bones are found in the arms and legs. 

Round bones are found 1n hands, knees, and the feet. 

Irregular bones include the hip bones, vertebrae, and various bones in the skull. 
c. What are the different parts of a skeleton? 

Ans. The skeleton can be divided into the following parts: 


1. The skull 
2. Vertebral column 
3. Rib cage 


THE LEGENDS SCHOOL OF EDUCATION 0194-2414346 


www.thelegendsschool.com 


4. Limbs 


d. Name the bones found in the fore limb. 


Ans. The fore limb is divided into two parts, the upper arm and the lower arm. The upper arm has one 
long bone and the lower arm has two bones. 


e. Whatis cartilage? 


Ans. Cartilage is an important structural component of the body. It is a firm tissue but is softer and much 
more flexible than bone. 


f. Why voluntary muscles are called skeletal muscles? 


Ans. Voluntary muscles are called skeletal muscles because these are attached to the bones and we can 
voluntarily move a body part. e.g. arms, legs etc. 
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Topic: Nervous system Lesson no. 9 


GIST OF LESSON 


The nervous system ıs made up of the following parts 


> The brain- It acts like a computer. 
> The spinal cord- It acts like a thick cable. 
> Nerves- They act like brain wires connecting everything in our body to our brain. 


Parts of brain 





Cerebrum- largest and Cerebellum-egg Medulla- also 
main part of brain shaped structure called brain stem 


Centre of intelligence Maintain body Controls 
involuntary 
Controls sense organs —— 


balance 
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The spinal cord: 


In vertebral column their lies a bundle of thick, rope-like nerves called spinal cord. It starts from the 
medulla and goes down to the end of spi €» 
ا م‎ 





Nerves 


Bundle of nerve 
cells 





Sensory nerves 


Motor nerves 
Carry information from sense 


organs to brain Carry information from 


Mixed nerves 
our brain to muscles 


Reflex actions 
Automatic actions that are done without thinking are called reflex 
actions 


و —— 
پاچ 





Do both the jobs 
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sensory nerve tells spinal 
cord "mat lame 5 Phot 
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Sense organs 


Eyes Ears Tongue 


Nose Skin 


Help us to see Help us to sense Help us to 
Help us to detect heat, 


Help us to detect 
different smells 


world around and taste 


EE cold, pain, pressure 
maintain balance 


and texture 











Sight 
the retina at the back 
of the eye 






Smell 
olfactory nerves 
inside the nose 







Hearing 
the cochlea of the 
inner ear 







Taste 
taste buds on the tongue 











Touch 
nerve endings in the skin 





Refer to page nos. 156 to 171 to know in detail about this lesson 
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What is the importance of the following parts in our body? 


Rose 


The optic nerve- is the nerve that transmits visual information from the retina to the brain. 
The eye lashes- help to stop dust getting into the eyes. 
The hair and mucous in the nasal cavity- prevents germs and dust from entering our lungs. 
The cerebellum- maintains balance of the body also controls and coordinates the movement of the 
voluntary muscles. 
Give reasons 
a. We cannot smell when we have cold 

Because the nerve endings in the nose get blocked and smell does not reach them. 
b. We should not clean our ears with a sharp pin 

Because it can harm the ear canal or eardrum. 
c. If we have blocked nose food does not taste very good 

Because we cannot smell the food so, it does not taste good. 


Answer the following questions 


a. What are the main parts of the nervous system? 
Ans. The main parts of the nervous system are: 

1. The brain 

2. The spinal cord 

3. Nerves 

b. What are the functions of the cerebrum? 

Ans. The functions of the cerebrum are: 

l. Itis the centre of intelligence. 

2. It controls the sense organs. 

3. It helps us to learn and think. 

4. It controls memory and reasoning. 

c. Whatis reflex action? What is its advantage? 
Ans. When we accidentally touch a hot object we immediately move our hand away without thinking. 


This automatic action ıs called reflex action. It avoids accidents as the reflex action 1s fast enough to avoid 
danger. 


d. Write two ways to care for your eyes and ears. 
Ans. Two ways to care for our eyes are: 
1. We should wash our eyes with clean water. 
2. We should not read in dim light. 
The two ways to care for our ears are: 
l. We should not use sharp objects to clean ears. 
2. We should keep them clean and dry. 
e. Whatis the difference between the sensory nerves and the motor nerves? 
Ans. 
These nerves carry information from sense These nerves carry information from brain to 
organs to brain. muscles or organs and make them move. 
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Tutorial for Term Ist 


Class; 5% 





P.No:315 


Presentation:-Dear students this chapter is about the hot 
deserts. A desert is a place that receives very little or no rain at 
all for years. A common feature of all deserts is that there is little 
water available on the surface. 


In this chapter we will learn about:- 


p= Ü Europe 





Australia 





Climate: The climate in desert is very hot. The climate is very 
dry with less than 250mm of rainfall a year. 
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Plant life: In hot and dry deserts vegetation is very rare. Plants 
are almost all ground-hugging shrubs and short woody trees. 
Some examples of plants found in deserts are cactus, date palms , 
pricky pear cactus, Boabab trees etc 


Animal life: A number of animals and insects are found in 
deserts. They have adapted themselves to live in the hard desert 
environment. Animal include foxes, hyenas, hedgehogs, moles, 
camel, scorpion etc. 


Human life: Very few people live in deserts, one example of 


people who live in desert is the Bedouin tribe, their tradition 
lifestyle has adapted to these extreme arid condition. The 
occupation of Bedouins or nomads is usually animal herding 


Climate in deserts:- 





Sandy desert 
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Plants in deserts:- 





Prickly pear cactus | | | Boabab trees Date palms 


Animals in deserts:- 
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opy work 
ord Meaning 
1. Trading: buying and selling of goods. 


2. Convoy a group of vehicles travelling together. 
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3. Rain shadow an area where rain- bearing winds are 


prevented from reaching because of high 
mountains. 


3. Oasis a small green area in a desert region, usually 
having a spring or well. 
5. Adapt adjust or modify to the surrounding condition. 


6. Peninsula an area of land surrounded by water on three 
sides. 


7.Spine a sharp pointed, hard or woody out growth on a 
plant ; thorn. 


Answer the following: 


Qno1:-Hot deserts have little vegetation. What could be the reason 
for this? 


Ans: There is scanty vegetation in the desert due to 
unfavourable climatic conditions. The desert either has extreme 
heat or extreme cold climate or receives low rainfall which is not 
suitable for vegetation to grow. 
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Qno2:-At which latitudes would you expect to find most deserts? 


Ans:-Many deserts are found in bands along 30 degrees latitude 
north and 30 degrees latitudes south (between the red lines on 
the map) 


Qno3:-How are camels adapted to survive in the deserts? 


Ans:-A camel can survive without water and food for a long time. 
Its double row of eyelashes protects its eyes from sandstorms 
and the hot sun. The nostrils can open wide to draw breathe or 
they can close to keep out the blowing sand. Its feet are large and 
padded. This allows it to walk on hot, shifting sand without 
burning its feet. 


Qno4:-Explain the climate in deserts. Why is there a wide variation 
in day and night temperature? 


Ans:-Deserts have extreme climates. The hot deserts have very 
high temperature during the day especially in summer and in 
winter. The deserts located far from the equator are very cold. 
There is also a great difference between day and night 
temperatures. The day temperature of hot deserts can reach up 
to 50? degree C or higher. When the sun sets, the sand and rocks 
lose heat rapidly. The night temperature of hot deserts can fall to 
10 degree C or so. 
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Qno5:-How have the lives of Bedouins changed in recent times? 


Ans:-Bedouin communities have adopted sedentary or semi 
sedentary lifestyles. Some Bedouin groups have settled 
voluntarily in response to changing political and economic 
condition. Advanced technology has also left its mark as many of 
the remaining nomadic groups exchanged their traditional 
modes of animal transportation for motor vehicles. Now most 
Bedouins live a settled life. 


Topic:-Natural Calamities 
L.no:-12 P.no:-216 


Semester Book 2 


Presentation. -Dear students the lesson is about natural 
calamities. A natural disasters is the effect of a natural hazard 
e.g. flood, tornado, volcanic eruption, earthquake, or landslide 
that affects the environment, leads to financial ‚environmental 
and /or human losses. 


Earthquake:-An earthquake is a violent shaking of the surface 


of the Earth. Earthquakes are usually caused when rocks 
underground suddenly break along a fault. This sudden release 
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of energy causes the seismic waves that make the ground to 
shake. 





Cross section of an earthquake 


Volcanoes:-A volcanic eruption is the spurting out of gases and 
hot lava from an opening in the Earth's crust. A volcano is a 
mountain or hill formed by the accumulation of magma or 


molten rock. Volcano causes Volcanic gases, landslides, Lahars, 
Ash fall. 
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Flood:-A flood is caused by an overflow of water which covers 
the land that is usually dry. Floods destroy drainage system in 
cities, causing raw sewage to spill out into water bodies. 





Tsunami :- is a series of tremendous waves generated by a 
massive underground disturbance Tsunami is 


capable of 
causing a substantial amount of damage. 


"TTE 





| Tsunami 


araia 
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Drought:-A drought is the lack of rain for a long time. The land 


becomes parched and infertile. It causes lack of food, and lack of 
Income. 





Drought 
Cyclone:-A cyclone is a large 
scale air mass that rotates 
around a strong center of low 
atmospheric pressure. A 
cyclone tends to suck up 
materials in its path and fling 
violently, causing great 
destruction. 
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Copy work 
Word 
1.Rift 


2.Magnitude 


3.Tectonic plates 


4.Epicentre 
5.Lava 
6. Evacuate 


7.Submerge 


Answer the following 


www.thelegendsschool.com 


Meaning 

an opening made by splitting. 

a measure of the amount of movement of the ground in an 
earthquake. 


Inter locking plates on which continents and oceans sit. 


the point on the surface of the earth above the focus of an 
earthquake. 

molten magma above the surface of the Earth. 

remove (someone) from a place of danger to a safe place. 


drowns or something to be under water. 


Qno1:-Name some natural disasters. 


Ans:-Some natural disasters are:- 


1. Earthquake 
2. Volcanoes 
3. Flood 

4. Tsunami 

5. Drought 


6. Cyclone 
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Qno2:-What safety measures can we take when an earthquake strikes? 


Ans:-In a major earthquake buildings collapse, electric poles are uprooted, pipe 
lines burst and fire may break out. So we should move quickly to an open area 
when we sense tremors, and stay away from buildings, vehicles and electric poles. 


Qno3:-Name three types of volcanoes. Which is the most dangerous? 
Ans:-The three types of volcanoes are:- 

1. Extinct 

2. Dormant 

3. Active 

Dormant volcano is the most dangerous volcano. 

Qno4:-How do floods affect the people? 


Ans:-During a flood, houses are damaged when flood waters enter the homes. The 
water logging destroys crops. During and after the flood, there is acute shortage of 
drinking water, food and medical aid. In such cases water-borne diseases such as 
Jaundice and Gastroenteritis spread over the entire area because of contamination 
of drinking water. 


Qno5:-How are Tsunamis caused? 


Ans:-A Tsunami can be caused by underwater volcanic eruption, or an undersea 
earthquake. A tsunami cannot be seen clearly in deep water but it travels 
thousands of kilometers without losing its energy. 


Qno6:-What happens when monsoons fail? 


Ans:- In case monsoons fail, crops die. The land becomes parched and infertile. The 
failure of crops can be felt immediately in terms of lack of food, and lack of income. 
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Topic:-Our Heritage 
L.no:-13 P.no:-223 
Semester Book 2 


Presentation:-Dear students the chapter is about our heritage which means all the 
qualities, traditions, or features of life. Our heritage comprises: the tangible-our 
historical sites, buildings, monuments, objects in museum arte facts and archives. 
Some elements of our heritage are: 





اح جح توح حا رعو جر ووو ا رسن 5 
: تكس ای مك سی EEE‏ 


Taj Mahal:-The Tajmahal of Agra is one of the seven wonders of the world. It is 
exquisitely beautiful building is actually a mausoleum or a tomb, built by the 
Mughal Emperor Shah Jahan in memory of his wife Mumtaz Mahal. 
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The Red Fort:-The Red Fort in New Delhi is built of bright red stone, which gives 
the fort its name. The fort was built by the Mughal Emperor Shah Jahan in 1638. 


Red Fort 





Humayun's Tomb:-Humayun's Tomb in Delhi, the place where Humayun lies 
buried, is a beautiful monument made of sandstone and marble. 





The QutbMinar:-The Qutbminar is a tall tower that rises to a height of 72 m. The 
tower has intricately carved walls and balconies. The minar was built by the first 
sultan of Delhi, Qutb-ud-Din-Aibak. 
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Qutb Minar 


Temples:-Temples in India have splendid carvings and architecture. Some of them 
are over a thousand years old, and remind us of the country’s rich tradition and 
culture. 


Some temples in India are 
1.TheDilwara Temple. 

2.The Sun temple at Konark. 
3.TheMeenakshi Temple. 


4.TheSanchiStupa 


Copy work 
Word Meaning 


1.Inherit: to get something from others. 
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2.Tomb: a large grave, usually built of stone above or below the ground 


3.Architecture the art of designing buildings 

4. Din-e-Ilahi a religion founded by Mughal Emperor Akbar 
5.Indraprastha a legendary city built by the Pandavas as told in Mahabarata. 
6.Gopuram: towers in temples, mostly in south India. 

7.Torana: gateway. 

Answer the following 

Qno1:-Which city is known as the city of victory? 


Ans:- Fatehpur Sikri, capital city founded near Agra by the Mughal Emperor Akbar 
in 1570,is known as the city of victory. 


Qno2:-Who build TajMahal and Why? 


Ans:-TajMahal was build by Mughal emperor Shah Jahan to express his love for 
Mumtaz Mahal. 


Qno3:-Describe the Meenakshi temple in Madurai. 


Ans:-The Meenakshi temple at Madurai in Tamil Nadu, is the best known example 
of south Indian architecture. There are twelve soaring towers known as Gopurams, 
In the huge temple complex and in every inch of gopurams contain figures of gods, 
goddesses, human beings, and animals. They are painted in bright colours. 


Qno4:-What do the carvings on the Sanchi Stupatell us? 


Ans:-In the Sanchi Stupa, there are four gateways called Toranas. Each Torana 
shows the Buddha in different stages of his life. The Stupa itself represents the life 
of Gautam Buddha the lotus represents birth of Bio tree, his enlightenment and the 
wheel, his teaching. 
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Qno5:-What are the different traditions of paintings found in India? 


Ans:-India has a rich tradition of paintings both wall paintings and miniature 
paintings. The painting arts of Ajanta and Ellora caves are some of the best 
examples of ancient wall paintings. Among the miniature paintings, some of the 
most popular ones are Rajasthani and Pahari paintings. 


Qno6:-Where is Purana Quila found? What is its significance? 


Ans:-Purana Quila is located in south Delhi. Purana Quila is also known as Dinpanah 
meaning the 'refuge of the faithful'. The Purana Quila was built between 1538 and 
1545 by the Mughal emperor Humayun. The fort has high walls and lofty gateways, 
one tower in the fort housed a library from where the Mughal emperor Humanyun 
slipped to his death. 


Note: 
1.Book work to be done by the student itself 


2.Allthe work to be done on school notebooks. 
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Tutorial for Class 5th Computer 


MICROSOFT POWERPOINT 2010 


Presentation is a collection of slides, arranged in a sequential manner, to convey new ideas 
and impart information effectively. 


A slide ıs like a page in a presentation that displays brief information we want to 
communicate with our audience. These slides are grouped together in a sequence forming a 
slide show. 


A slide show 1s a presentation of a series of slides on a projection screen or electronic display 
device displayed 1n sequence. 


The power point presentations are generally used in training, educational purposes and 
business meetings. 


SmartArt 1s a graphics tool that allows us to present data or information visually in the form 
of pyramids, diagrams etc. These graphics help in conveying our ideas and messages easily 
and effectively. 


Themes are the sets of predesigned formats that include text, layouts, backgrounds and 
colour schemes which can be applied to any presentation. 


We can view the presentation in different formats : 
NORMAL VIEW 

SLIDE SORTER VIEW 

SLIDE SHOW 

NOTES PAGE 


Normal view 15 the main editing view, which 15 used to write and design the presentation. 
slide sorter view displays a miniature view of all the slides of a presentation. 

Notes page view 15 used to include notes to our presentation. 

Reading view displays presentation as a slide show that fits within a window. 


slide show view displays all the slides 1n a presentation one by one on the screen. 
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Answer these questions: 


1. What do you understand by Power point? Explain its features. 


Ans. Power point is a powerful communication tool used to present our views and ideas 
effectively through visual aids. It is widely used in business world and also in schools to teach 
different topics. This helps in providing a better understanding of the subject. 


2. How is slide different from a presentation? 


Ans. A presentation 15 a collection of slides, arranged in a sequential manner, to convey new 
ideas and impart information effectively while as a slide 15 like a page in a presentation, 
containing brief information that we want to communicate to our audience. 


3. Define the term Placeholder. 


Ans. Place holders are the boxes with dotted or hatch marked borders that are part of the most 
slide layouts. These boxes hold title, body text or objects, such as charts, tables, pictures, etc. 


4. Define Theme. What does it include? 


Ans. Themes are the set of predesigned formats that include text, layouts, backgrounds, and 
colour schemes, which can be applied to any presentation. 


5. Briefly explain about the Normal view. 


Ans. It is the main editing view, which 1s used to write and design the presentation. In this view 
we can add text, graphics, sound, animation, and other effects to our slides. We can have a large 
view of an individual slide, notes pane at the bottom, an outline of the slide text(outline tab),and 
slides displayed as thumbnails(slides tab) all at the same time. 


6. What is the use of slide sorter view? 


Ans. It displays a miniature view of all the slides in a presentation. With the help of this view we 
can change the order of slides, insert or delete the slides, add transitions and set the timings for 
the slide show. 
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WORKING WITH TABLES 


€ A table is an organized arrangement of text in the form of rows and columns. 

© The intersection of row and column is called a cell. 

€ There are various ways to insert a table in a document: 

1 Insert tab» Table button>select the number of columns and rows using grid. 

2.Insert tab» Table button>Insert Table option/draw table option/Quick Tables option. 
© Table styles 15 an inbuilt facility to change the appearance, colour and borders of a table. 
© Splitting a cell means dividing the selected cell into separate cells. 

€ Combining two or more cells into a single cell 1s called merging. 

Answer the following: 

1. Explain any two methods to insert a table in a word document. 

Ans. 1. USING TABLE GRID: 

> Click on the Table button in the Tables group on the insert tab. 


» Drag the mouse pointer over the grid and cover the number of rows and columns we need in 
the table. 


> The table will be inserted on the working area. 


2. USING INSERT TABLE DIALOG BOX: 


> 


Click on the Table button in the Tables group on the Insert tab. select the Insert table 
option from the drop-down menu. 


> The Insert Table dialog box appears. 
» Specify the number of columns and rows in the dialog box and click OK. 


» When we insert a table, we will get the Design and Layout tabs on the ribbon, under the 
Table Tools. 
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2. How will you insert a column in a table? 


Ans. 1. To add a new column, select the column by clicking on its top border, adjacent to which 
we want to insert a new column. The Table Tools appears on the ribbon. 


2. Click on the Layout tab under it. Select either the Insert Left or Insert Right button in the 
Rows and Columns group. An empty column gets inserted in the table as per the chosen option. 


3. Describe the method to delete row(s) and column(s) in a table. 

Ans. 

» Select the row or column. 

> Click on the layout tab, under the Table Tools tab. 

» Select the Delete option in the Rows & Columns group. A list of option appears. 
> Choose the Delete Rows or Delete Columns option in the drop-down menu. 

OR 

» Rightclick on the selected row/column that you wish to delete. 


» Select the Delete Row/Delete Columns option from the short cut menu. 


4. How will you calculate the sum in a table? 
Ans. 

> Enter the data in a table. 

» Select the Layout tab. 


> Click in the cell where the result is to be displayed. Select the Formula button in the Data 
group. 


> The formula dialog box appears. 


> Note that the SUM formula is already displayed. Click OK. 
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> The resulted appears in the selected cell. 


5. What is the use of split cells option? 


Ans. Split cells ıs a feature that will allow us to divide a single column or row into more rows 
especially ıf we would like to fix some data in between the existing rows or columns. 


6. Briefly explain the quick way by which you can change the column width in a table. 

Ans. 

» Select the column whose width we want to change. 

» Click on the Layout tab. 

» Select the Properties button in the Table group. The table Properties dialog box appears. 
» Click on the column tab. 


Select the Preferred width check box. Now increase or decrease the column width either by 
using the spin arrows or type in the specific values to set the width. Click OK. 
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